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MEMORANDUM FOR: Director of Personnel
THROUGH : Deputy Director for Sctence and Technology
SUBJECT ¢ Recommendatfon for Quality Step Increase -

25X1A9a

1. It 1s recommended that*of the Operations
Techinology Division, Office of Research and Development, be granted a
Quality Step Increase from 65-06, step 4 to 6S-06, step 5.

2. entered on duty with ORD on 9 July 1968 as a Clerk
Stenogr » 6>~U4," In May 1969 she was approved for a promotfon to
8 6S-05, and 1n April 1971 was promoted to a 6S-06.

3. The work fn OTD/ORD {s of a highly technical mature and re-
25X1A93 quires much accuracy and skill on the part of a secretary. In the five
years thatmus been with the Agency and this Division
{formerly pplied Physics Divisfon, ORD), she has acquired the
prerequisites of and established a reputation as a very efficient and
competent technical secretary. H ubstantfated in her 25X1A9a
fitness reports on file. Furtherw«sin to continually
improve her capabilfties fs tndfca by her attendance at a “Workshop

in Secretarial Techniques” sponsored by the U. S. Civil Service
Commission.
25X1A9a

4. In addition to the above attributes.m general
attftude and her willingness to do more than 1s requ of one in her

position contribute to the making of a very desirable employee. It f{s,
therefore, recosmended that*be granted a Quality Step
Increase from GS-06, step 4 to 65-06, step 5 in recognition of her
overall contributfons to this Off{
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Peputy Director for Sclence and Yechnology Date
The recommendation contained fn paragraph 1 s approved. 25X1A9a
’Divector of Personnel
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